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Introduction

The Person Model Report Service allows Person Model users to check non-employee status to
determine where non-employees are in the LincPass sponsorship and adjudication process.
The report can also be used to troubleshoot issues with specific non-employee records.

Note: You must be a designated role holder in Person Model to access the report service. If
you require access, please consult your Agency Security Officer (ASO).

Getting Started

Person Model provides four different canned reports. Each report allows you to filter results by
Sub-Agency and various additional fields depending on the report. Several different export
formats are available, including htm, .pdf, and .csv. To sort report results, select the .csv
format. You can then save the report as an Excel file.

You may need to turn off pop-up blockers on your browser before running reports. Issues with
downloading reports in .csv format are typically related to the browser settings and can be
resolved with the following modifications to the IE7 settings. Please keep in mind that menus
may vary depending on the Internet Explorer (IE) version used. Note: Per individual agency
IT policies, users may need to gain approval and request assistance from their IT staff to
complete these changes.

Ensure the website is a trusted zone

If icams.usda.goV’ is not an IE trusted zone (icams.usda.gov is not an trusted zone by default),
the site can be added to the trusted zone as shown below and download related settings of the
trusted zone can be modified instead of the ‘internet zone’, if the user does not want to modify
the internet zone settings.

Start IE

Click on Tools

Click on Internet Options

Click on Security tab

Select Trusted site

Click on sites button

Enter https://icams.usda.gov/ in the text box and click on add.

Ensure Download settings are set to ‘Enable’

Start IE

Click on Tools

Click on Internet Options

Click on Security tab

Click on Custom level

Scroll down to Downloads and ensure all are set to ‘Enable’.
The IE7 browser settings should be as shown below:
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Accessing Person Model Reports

1. To access this report, log in to Person Model (https://icams.usda.gov/) and log in using your
Person Model user name and password.

2. Select Non-Employee Processing, then Person Model Reports.

3. Select the report you wish to run by selecting the hyperlink from the left navigational menu
or the corresponding icon.

Main Menu > Non-Employee Processing =

Person Model Reports

My Favarites
Employee Self Senice
Warkforce Administration

Perzon Model Reports

Location Report Non Employee Process E Non Employee Summary Report
Location Report Non Employee Process Non Employee Summary Report

X

L —________________ - ]
+ Person Model Reports
- Location R

E" Period of Performance Report
NEIS Period of Performance Report )

Report
— Perind of Pefogpance

Running the Reports
Run Control ID

The following steps will show you how to set up a Run Control ID. The Run Control ID serves
as a reporting session ID, or a report processing ID, and is only available to the person who
establishes it. Users only have to set up and save their Run Control ID once, but may choose to
set up more than one. Once set up, the Run Control ID saves the user’s reporting parameters
and reporting history.

For this example we will be working with the Summary Report. Follow this process to set up
Run Control IDs for each set of report parameters you want to save.
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1. On the “Summary Report” menu link, click the Add a New Value tab:

Iearch:

My Favorites Non Employee Summary Report
Employee Self Service Enter any information you have and click Search. Leave fields blank for a list of all values.
Waorkfarce Administration
F Mon-Employee Processing / Find an Existing Value |} &dd a New Value
+ Person Model Reports
— Location Report
Search by: Run Control IDbegins with |

— Non Employee Summary|

™ Case Sensitive

— Period of Peformance

Report Search |#.-j'-;an-:e-jSear-:h
— Person Information
— Add a Mew Relationship ) TR T .
. - Find an Existing Value | Add a New Value
N

2. Enter a new Control ID (choose any unique ID, such as your initials or Monthly Summary
Report) and click Add:

Eearc:h:

®

My Favorites Non Employee Summary Report

Employee Self Service
Workforce Administration J Find an Existing Value " Add a New Value
7 Mon-Employee Processing
= Person Maodel Reports

— Location Report

— Mon Emplovee Process

Run Control ID:[TEST123

0 ployee d .'t.dd
Fepo
— Period of Performance
Report Find an Existing Value | Add a MNew Value

— Person |I1Tl3|'|'|'|-31il:ll'l

3. Onthe Report Run page, click the Save button to store your Run Control ID.
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{ Mon Employee Summary Report ',

Run Control ID:  AG Report Manager Process Monitor M
Language: English v
Agency AG Department of Agriculture

Sub-Agency Q

All Sub-Agencies will be included on report if not selected.

B save § LA Return to Search | [=] Motify | S 2dd

Normal process steps

Now that you have set up a Run Control ID, you may begin running reports. For this example
we will continue using the Summary Report.

1. On the “Summary Report” menu link, enter your “Run Control ID” & click the Search button:

Non Employee Summary Report
[: Emploves Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Warldorce Administration

~ Non-Employee Processing Find an Existing Value| { Add a New Value
= Person Model Reports

— Location Report

Search by: Run Control IDhegins with [TEST123

— Mon Employee Summary|
Report

— Period of Performance
Report Search | advanced Search

— Person Information

— Add a New Relationship
Uaintain a Persop

" Case Sensitive

Find an Existing Value | Add a New Value

2. To filter by Agency, enter a “Sub-Agency” value. System Administrators may leave it blank
to display all of USDA.

3. Click the Run button to start a new report.
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© ®

Run Control 10:

Language:

Agency AG

Sub-Agency L

[ Non Employee Summary Report

Feport Manager

Frocess Monitd

Fun | I

Department of Agriculture

All Sub-Agencies will be included on report if not selected.

You will be directed to the Process Scheduler Request screen.

Select how to run the report:

a. To store the generated report within the Person Model website, select Web as the Type.
b. To send the generated report as an email attachment, select Email as the Type.

Select the report format:

1. Select an option from the Format list.

Click the OK button to create the new report:

Process Scheduler Request

User ID: MNEISZW01

Run Control 1D A5

Server Hame:

Time Zone: EST

Select Description
ZNOMSUM

QK | Cancel |

V Run Date: 09r22/201 Bl

Run Time: 58TA7PI

Resetto Current Date/Time

Q. Eastern Time

Process Name Process Type

*Type

FFormat

istribution

ZNOMSUM SOR Report

Web

||FoF

v Ristribution

Notice the Process Instance
Retrieve the new report:

number assigned to the new report.

a. If you chose to have the report sent as an email attachment, you are finished. Click the
Save button. You will receive an email from RA.mdbeltsvi3.AMDCTest@one.usda.gov.

with the report attached.

b. If you chose to have the report stored within Person Model, click the Report Manager

link.
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J Non Employee Summary Report

Run Control ID: - AG Report Manage Process Monitar

Language: English 1>

Process Instance:8077

Agency AG Department of Agriculture

Sub-Agency Q,

All Sub-Agencies will be included on report if not selected.

& Return to Search

Notify | EbAdd

10. Click the Administration tab.

11. You will see the new report that was generated in the Report List area. The most recent
report is first in the list. If the Status of the report says “Processing” or “N/A”, click the
Refresh button to see if the report is ready. Once the Status says “Posted”, the report is
ready. Click the “Description” name to open the report:

J List ¥ Explorer i’ Administration I Archives )
—)
User ID: Type: v Last: 1| Hours v

Status: ™| Folder: ¥ | Instance: to:

Customize | Find | View All | B2 First [l 1.50r5 L% Last
Prcs

Description Request Date/Time Format Status Details
Instance

2077 —— 09/22/2011 Acrobat
slis i (= pdf)

8076 ZMOMSU gizel Aerobat Posted

Posted

The new report will open in a new window. Make sure your web browser has the pop-up
blocker feature disabled/off.
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B savea Copy [ o= Q ﬁ ¢ :‘ |IL Select Ej ®\' Ll | £ | ® s1% |- @ |03~ ‘E’,c LEE g Sign » | W7
N
E p
UEDA/ EnpovER
epert TD:  DecHEIM rem——— Page Mo, 1
., Tatabage: Bun Tata 00/22/2011
B Fun Tima 17:58:37
Sumrary All USDR, All USDA Sub-Agencies
ngeacy Total Noo-Employea
ota Agancy Tescripticn Indentitics Voluntears Interns Affiliatas Fallows Adjudicited US Citizans Foraign Naticoals
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0z Agricultural Marketing Sarvice 4,235 o o o 1z 4,239 o
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o

On the Administration Report List page, click the Save button and then click the Go back to
Summary Report link to navigate back to the main report page:

US Dept of Agriculture

)

Erapcaw Worklist

®

JList Y Explorer | Administration Y Archives

Employee Self Service
[Workforce Administration

Non-Emplovee Processing UseriD:  [NEISWGOT Type: | ~ltast [ 7[oays x| Refresh |
|~ Person lodel Reports . - , - . .
Ferson hodel e status: | x| Folder:| | mstance: | to: |
— Mon Emplovee Process
— Non Employee Summary|
Report Select
— Period of Performance

Customize | Fin J Al 13073 7] L

Description Request Date/Time Format Status Details

Instance

Report r 2041258 ZNONSUN Pl ATODA pogted  Details

— Person Information T1:06:3540 (pdf)
- Add a New Relationship r 2024136 2040884 Localionrepot 02142012 AUTODE pocted  Details
aintain a Persons 2150640 (*.pdf)
Assignment 02114120712 Acrobat

| s r 2024083 2040821  Progessrepor oo tUl (o' Posted  Defalls

Summary

— Company/Organization 7
— Contract Information Select All Deselect &l
EmpowHR Setup Tables
(HD) %‘Chck the delete button to delete the selected report(s)

Set Up HRIS
[ orklist Go backto Mon Emplovee Summary Report
Reporting Tools
Change My Password

Iy Personalizations & save |
My Systern Profile
My Dictionary List| Explorer | Administration | Archives
EmpowHR Documenta

Report Prcs
o
2024529

Please Note: Oracle’s recommended format for reports is PDF for performance reasons.
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A. Summary Report

The Summary Report provides summary numbers of non-employee identity types, sponsorships
and adjudications, and citizenship for all USDA, to be used for statistical tracking and progress.

ISearch:

®

T s { MonEmployee Summary Report
Employee Self Senice
Waorkforce Administration Run Control ID:  TEST123 Report Manager  Process Monitor M

|- Mon-Employee Processing lm
= Person Model Reports Language: g

-Lo

Agency AG Department of Agriculture

Sub-Agency |1I3 Q,
— Person Information

— Add a New Relationship All Sub-Agencies will be included on reportif not selected.

— Maintain a Persons
Assignment

— Person Organizational
Summary

— Company/Organization

— Contract Information

EmpowHR Setup Takbles

(HD)
SetUp HRMS
Worklist

Reporting Tools B save | S\ Return to Search | [=] Notify | [Es Add | Update/Dizplay
L Change v Paccwor ————————— =%

Figure 1: Summary Report

Step 1. Select Summary Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code. System Administrators may
leave this field blank for a full report that includes all Sub-Agencies.

Step 3. Follow the normal process steps covered in the previous section to choose an export
format.

The system will display the summary numbers for the selected criteria in the following columns:
Total Non-Employee Identities, Contractors, Volunteers, Interns, Affiliates, Fellows, Sponsored,
Adjudicated, US Citizens, Foreign Nationals.

B. Non-Employee Process Report

The Non-Employee Process Report provides a list of all individual non-employee identities
within a specific USDA sub-agency, including their progress in the HSPD-12 process, details of
their organizational relationships with the USDA sub-agency, and role holders who have taken
action on their records. This report is to be used for responding to audits and for tracking,
progress and trouble shooting.
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earch:
T s { Mon Employee Process Report
Employee Self Sernvice
Waorkforce Administration Run Control ID:  TEST123 Process lonitor M
Mon-Employee Processing lm
= Person Model Reports Language: g
— | nration Beng

— Mon Employee Process

Agency AG Department of Agriculture

-P i

o

formance

Sub-Agency |1I3 &}

Information

— Add a New Relationship All Sub-Agencies will be included on report if not selected.
— Maintain a Persons . ) -
Assignment This process will create a CSV file, nota report.

— Person Organizational
Summary

— Company/Organization

— Contract Information

EmpowHR Setup Takles

(HD)

Set Up HRMS

Worklist

Reporting Tools

Change My Password

B Sa-.-el L\ Return to Searchl [=] Notify | E‘+Add|

Figure 2: Process Report

Step 1. Select Process Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Follow the normal process steps covered in the previous section and choose .csv as
the export format. At this time .csv is the only export format available due to performance
reasons.

The system displays the data in the following columns: EmplID, Last Name, First Name, Middle
Name, Suffix, Country of Citizenship, Org Rel Status, Org Rel Type, Period of Performance
Start Date, Period of Performance End Date, USDA POC First Name, USDA POC Last Name,
Sub-Agency, Data Entry, Identity Record Date, Sponsored, Sponsor OprID, Sponsorship Date,
LincPass Required (Y/N), Card Ship Address Code, Adjudicated, Adjudicator OpriD,
Investigation Status, Date Result Entered, Contract ID.

Note: Users may experience delays in running this report due to the large number of
fields, so you may need to click “Refresh” several times. If the report takes longer than a
few minutes to appear, consider reducing the parameters if possible.

C. Period of Performance Report

The Period of Performance Report provides a list of all individual contracts, grants or
agreements within a specific USDA sub-agency within a selected date range and allows the
user to narrow the results by selecting contract/grant/agreement details. This report is to be
used for preventing untimely LincPass terminations.
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Search;

b Wy Favorites | Period of Performance Report

[ Employee Self Service

- Warkforce Administration Run Control ID: TEST1232 Report Manager  Process Monitor ﬂl
Mon-Employee Processing lm
= Person Model Reparts Language: g

— Location Report
— Non Emplovee Process
— Mon Emplovee Summary

Agency AG Department of Agriculture
Period of Perfo ance
Repo Sub-Agency |1I3 Q|
— Person Information
— Add a New Relationship All Sub-Agencies will be included on repartif not selected.
— Maintain a Persons
Assignment Number of Days j'

— Person Organizational
Summary

— Company/Organization

— Contract Information Mext 120
[ EmpowHR Setup Tables Mext 30
(HD) Mext G0
[ SetUp HRMS
(- Worklist

[ Reporting Teaols

Save o] Return to Search Motify
Chanage by Password =) | haiel | (=] oty |

Figure 3: Period of Performance Report

Step 1. Select Period of Performance from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies

Step 3. Select a date range.

Step 4. Follow the normal process steps covered in the previous section to choose an export
format.

The system displays the data in the following columns: PIID/Contract ID/Grant or Agreement

Number, Agency Code, Agency Description, POP Start Date, POP End Date, USDA POC First
Name, USDA POC Last Name, Company/Organization Name
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D. Location Report

The Location Report provides a matrix of numbers of non-employee types by physical location
for all USDA sub-agencies. This report is to be used for statistical analysis and reporting to
determine where the non-employee populations are located geographically for each sub-
agency.

{ HonEmployee Location Report

> Wy Favarites

[ Employee Self Service
[ Worlforce Administration Run Control ID:  TEST123 Reportldanager  Process Monitor M

|- Mon-Employee Processin
pr AR . Language: IE”Q“S“ =

' AllUSDA

d of Performance
rt
— Person Information
— Add a Mew Relationship
— Maintain & Persons
Assignment
— Person Organizational & Sub-Agency Sub-Agency I_Q
Summary
— Company/Organization
— Contract Information
EmpowHR Setup Tables
(HD)
Set Up HRMS
Waorklist
Reporting Tools

" AllUSDA Sub-Agencies

B save | S\ Return to Search | | [Z] Notify |

Figure 4: Location Report

Step 1. Select Location Report from the navigation menu.

Step 2. Choose from the following options for report data: All USDA (no sub-agencies
specified), All USDA Sub-Agencies (a list of locations for each sub-agency with subtotals) or
Sub Agency (one specific sub-agency). Use the lookup function to find the Sub-Agency code.

Step 3. Follow the normal process steps covered in the previous section to choose an export
format.

The system displays location information and summary level totals in the following columns:
City, State, Contractors, Volunteers, Interns, Affiliates, Fellows, and Sub-Agency Totals.

Sorting the Report Results

If you would like to sort the report results, choose the .csv format. You will be prompted open
or save the report in a location of your choosing.
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earch:

®

My Favorites Process Scheduler Request

Employee Self Service
Worldorce Administration
Mon-Employee Processing

User ID: MEISMGOT Run Control ID: TEST123

= Person Model Reports Server Name: I 'l Run Date: |02.-'14.-'2012 E

ocation Repo
— Non Empls

11:24:3541 Resetto Current Date/Time

Run Time:

Time Zone: I Q

Select Description Process Name Process Type Type *Format Distribution
— Person Information Icd Location report ZMONLOC SOR Report Web vl ooy Distribution

— Add a Mew Relationship

— Maintain a Persons
Assignment HTI
— Person Organizational LP
Summary POF
— Company/Organization Ps
— Contract Information QK Cancel | SPF

EmpowHR Setup Tahles

Help Resources Questions about this Guide or HSPD-12?

USDA HSPD-12 Website: http://lincpass.usda.gov

Contact the USDA HSPD-12 Help Desk:

Toll Free: 1-888-212-9309 o
Email: USDAHSPD12help@dm.usda.gov ' Linc

simple. smart. secure.
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